How to Create a COVID-19 RFI

eMaryland Marketplace Advantage e M MA Q u ick Refe re n Ce G u id e

OVERVIEW

This Quick Reference Guide (QRG) is designed to help State Procurement Officers understand the steps
necessary to create a COVID-19 relevant Request for Information (RFI) within eMaryland Marketplace

Advantage (eMMA).

IMPORTANT: For best results, access eMMA via Google Chrome.

Create a Sourcing Event

From the Sourcing tab at the top of the screen, click Create Project.

-

=

Browse Sourcing Projects

r Kenmsorde Issuing & Crhar Sgeroy
/]

Filters  Lirnit bomy scope:  «F

C+ Create Project ) # Duplicate Praject

o

| Projact

Catalog:

PFract

Questions? Email
REV. 09 April 2020 eMMAC19support@nitorpartners.com




How to Create a COVID-19 RFI
eMMA Quick Reference Guide

Create the Sourcing Process

Complete the General Information fields.
If applicable add any SBR, VSBE or MBE information with the Additional Information portion.

3. Click Save to proceed.
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Establish Sourcing Project Team

NOTE: The following section pertains only to solicitations with a team; if your solicitation does not require a
team skip to Page 5 of this guide to continue.
1. Click the Team section on the left side menu; click the ellipsis to add members.
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2. Enter the criteria into the keyword box and click Search.
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eMaryland Marketplace Advantage

Establish Sourcing Project Team cont.

3. Click the individual by clicking the box next to their name; click the X to exit the screen or begin a new
search to add additional members.
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4. Once the Sourcing Team is clicked, assign the appropriate Profile for each member by clicking the
dropdown arrow and clicking a role.
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5. Click Save at the top of the screen once complete.
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Consulted Vendors

1. Click the Vendors section on the left side menu; click the ellipsis to add vendors.
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Consulted Vendors cont.

2. Vendors are generated based on the commodity code clicked in the General Information portion of the
Sourcing Project. At this initial point of draft preparation of the solicitation one vendor can be selected to
proceed; later in the process (ref. Page 14) all vendors can be selected.
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2. This will result in the clicked vendors being added to the list of Consulted Vendors for the solicitation.
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Consulted Vendors cont.

4. Review each vendor Contact (click the appropriate contact where multiples may be available); click or
confirm the vendor Classification and check the Consulted box at the end of the line to confirm vendor
solicitation.

NOTE: When there are multiple pages of Consulted Vendors ensure to check the vendor information on each
page to ensure accuracy.
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5. Click Save at the top of the screen once complete.
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Prepare Solicitation: Setup

1. Click the Prepare Solicitation section on the left side menu.
2. Complete the Setup fields.
3. Click Save at the top of the screen once complete.

NOTE: By default the Solicitation Title is inherited from the Sourcing Project Name as indicated in the General
Information section.
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4. Click Save at the top of the screen once complete; this will activate the remainder of the configuration tabs
for the solicitation.
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Prepare Solicitation: Questionnaire Configuration

NOTE: The Questionnaire functionality is optional to the solicitation and not required.

1. Click the Questions tab from the menu bar.
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2. Questions can be manually added by clicking Add a Line; alternatively excel sheets containing templated
data may be imported by clicking Click or Drag to add a file.

3. If atemplate is imported, review the Import Summary and click Import Items.
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4. Upon import the Questions will automatically populate within the body of the Questionnaire Configuration
portion of the screen.
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Prepare Solicitation: Questionnaire Configuration cont.

5. Review the questions and edit or confirm all criteria as imported.
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TIP: Click Preview to review the Questionnaire as it will be presented to vendors.

6. Click Save at the top of the screen once complete.
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Prepare Solicitation: Pricing Configuration

1. Click the Pricing tab from the menu bar.
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completed by Importing Excel Grids which we will use for this example.
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3. From the Import screen, browse and click the file and click Check Import.
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4. Review the Import Summary and click Import Iltems to continue.
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Prepare Solicitation: Pricing Configuration

5. Upon import the Pricing Grid will automatically populate within the body of the ltem Grid portion of the
screen.
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6. Review the items and edit or confirm all criteria as imported.
TIP: Click Preview to review Pricing as it will be presented to vendors.

7. Click Save at the top of the screen once complete.
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Prepare Solicitation: Invited Vendors

—_

Click the Invited Vendors tab from the menu bar.

2. Review the list of Invited Vendors to participate in the solicitation; ensure all boxes of desired participants
are checked. If only one vendor was previously selected (ref. Page 6) now is the time to select all
participants.
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3. Click Save at the top of the screen once complete.
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Notify Commodity Vendors

1. As best practice review all solicitation information, specifically:
O Setup Tab: Response Dates, Public Visibility Dates and Advanced Options
O Questions Tab
U Pricing Tab
Q Invited Vendors Tab
2. At the top of the page, click Notify Commodity Vendors; this will send a notification to vendors within

eMMA.

Sourcing Project: EPM012112 - Emergency Sourcing Project - Prepare Solicitation
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Send Solicitation

Now click Send, at the top of the page.
2. The pop-up box will supply a vendor distribution list based on the clickions in the Invited Vendors

configuration tab. At the bottom of the pop-up is the actual email which will be sent to the invited vendors,

this includes a direct link to the solicitation on eMMA.
3. Click Send and Close to complete the email notification process to the solicitation.
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View Response Activity

To monitor vendor response activity to the solicitation; click View Response Activity section on the left side
menu. The following dashboard view of vendor engagement will populate.
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